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; <
=
RESULTS OF IP/INDEX SEARCH INSTRUCTIONS FOR REQUESTERS
NO RECORDS IDENTIFIABLE WITH SUBJECT THERE ARE OTHER INDICES THAT YOU SHOULD CONSTDER.
- SEE REVERSE SIDE FOR CHECKLIST OF OTHER !NoitEs AND
201 CONSOLIDATION INSTRUCTIONS. N
SURNAME NOT FOUND IN FILES i
TO ORDER DOCUMENTS -~
4 . ]
/ INDEX RECORDS ATTACHED 1. REVIEW INDEX RECORDS. S 2
2. DRAW GREEN DIAGONAL LINE ACROSS ITEMS YOU DO
THERE ARE____~ RECORDS OF WHICH NOT WANT.
ARE FNU'S WHICH MAY PERTAIN TO THE SUBJECT OF 3. FORWARD TO IP/FILES,
THIS SEARCH; THESE MAY BE REVIEWED IN IP/IN. e
1B4003. TO EDIT THE INDEX RECORDS o
COMMENTS | AFTER RECEIPT OF THE DOCUMENTS,., EDIT THE INDEX RECORD

ACCORDING TO DOl 70-19.
{- TO DESTROY INDEX RECORD: MARK THE INDEX RECORD WITH

A GREEN D, AND CITE THE REASON.
' 2. TO MAKE CORRECTIONS/ADDITIONS: ENTER THE CHANGES ON
THE . INDEX RECORD IN GREEN INK.
3. FORWARD TO IP/RMS VIA YOUR RECORDS OFFICER
REQUEST NO./DATE/TIME 201 CONSOLIDATION
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1. IF SUBJECT HAS A 201 FILE, SEND THIS FORM TO IP/RMS WITH THE INDEX RECORDS
MARKED IN GREEN TO REFLECT THE CONSOLIDATION ACTION TAKEN. (Documents
should then be placed in the 201, by the Researcher).

2. WHEN SUBJECT HAS NO 20t FILE, BUT MEETS THE REQUIREMENT FOR OPENING A 201
‘'FILE, SEND THIS FORM TO IP/RMS WITH:

A. A COMPLETED FORM 831.

B. ALL PERTINENT DOCUMENTS, EXTRACTS, AND PROPERLY EDITED RECORDS FOR
CONSOL IDATION OF THE FILE BY IP/RMS. b

SIGNATURE OF RECORDS OFFICER DATE

CHECKLIST OF OTHER INDICES: REQUESTER SHOULD ALSO CONSIDER TRACING THE FOLLOWING SOURCES WHICH ARE NOT
SEARCHED BY IP/INDEX (SEE NAME TRACE HANDBOOK).

DATE DATE DATE DATE
SOURCE REQUESTED | RECEIVED SOURCE REQUESTED| RECEIVED

DO AREA DESKS CENTRAL REFERENCE SERVICE
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COMINT NAME CHECK . OFFICE OF SECURITY
SB BIOGRAPHICS BRANCH OFF ICE OF MEDICAL SERVICES

TRAVEL PROGRAMS DOMESTIC COLLECTION DIVISION
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